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L. B. Condensed Accession-Book

First of all records to be filled, and by no means last in importance, is the
book of accessions, the history of the growth of the library. To this the
libearian turns for final reference in doubtiul cases, Here Is the complete
story of each volume, fully told, but in the most compact form. It is the offi-
¢ial Indicator for the whole collection. Esch line is a separate pigean-hole, in
which, if not exactly the book, all the comdenst facts abost the book are placed.
Thence they are sever removed ; they are not stolen, o loaned, or condemned,
or withdrawn, or sent to the binder, or lost. The esrd is never misplaced, the
entry does wot mysteriously disappear, a sew edition never supersedes, Once
writtes, “it is enough,” til the paper grows thin with wear and the binding
crumbles with age oe the ink-lines entirely fade out of ken. He may tamn to
his book of accessions to learn twhat, and where, and whew, and whener, and
Aewo much, and feel sure of his answer. A well-made accession-book has an
1 of math ical t L to any other catalog. It s the
afitio primcefs.

Every volume bas 3 line, and the book is thus an indicator for the entire

llection, By this compl hangeable record the additions for every day,
week, month, and year are shown at a glance; also the total number :ﬂ vol-
umes which the fibrary has had; and its p ber by subtracting the
total withdrawn and lost. Thilhod:isgl-lml, ol.ﬂhnfy -
There Is no da of Josing or mispl entries, as o
card m.:ﬁ:d being compelled to rewrite them, as often happens
in the shelf list.
" The name catalog should not be applied to the accession.book or to the
shell Bist, but is restricted to the autbor, title, and subject catalogs, made
primarily for the use of readers, while these are chiefly for official use. Com-
manly “accession” is weed also as an activ verb. Some object to this, and
prefer entry-book and “to enter;" or recoed-book and “to recxed” or register
aad "to enter.” “To register” confl with the reg of readers.
Additioms or addition-book and T e b ey e

Ily the only way to a book.

m;:x;:“mhhm? book m;’;;y forms have been nsad, but the best fe:um:
all were finally combined in the A. L. A. Model, made by a committee




b

who compared thuroly all the various forms collected, made and

finally agreed om all the details of materials, ruling, print-

tested samples, and

ing, and binding.
El‘he colored lines belp the eye in passing across the page, following ::c oi;

two above or below, and thus avoiding the danger of getting off the line

crossing the fold,

Rules for Entering

In the following rules a choice of two or more ways is given in several cases,
Each user should, before making the first entry, read these rules thru carefully
and cancel all the forms mentioned, except those to be used, and add neax.ly
in manuscript any added rules that seem desirable, and a “List of special
abbreviations used in this book,” which will show names of agents, funds,
etc., loeal in eharacter, but occurring =o often a8 to nesd contraction.

This dome, & glasce at the preface will for all time show what the rule was
for emtering in that volume, and explain any abbreviations not on the printed
list.

1, Enter pack dook immediately after it it callated and agreed twith order-book and
&,

a. The official business record of additions should be kept ss strictly up to
date as & cash accoent, If more books come in than can be written up at
once, and wome are wanted in special haste, they may be entered first, but
usder no circumstances should leave the library til properly added. Once
bearing the accession-number, other facts are readily found ; but 2 book with-
out this guide & easily lost or confused with books from other sources or
coming is om other dates. The jos-book corr ds to the invoice-

book of a business house. As a package is opened, collate it with order-book
and bill, to see that it is what was ordered, that the book is complete and in
proper condition, and that the price Is right.  Check the peice an bill, and
enter it on order record, thus “agreeing” them. Then, If correct, enter the
book af axer om the involce or ssion-book.  If § t or imperfect, do not
eater it at all, for this fact decides that it is not to be “added” to the library.

b. Pictures, statuary, maps, and all articles added to the libeary should be
accensiomed and numbered, 50 as 1o record the date, soarce, cost, and any
other items of isterest. Cards may also wisely be sdded under the names of
artist and subject in the catalogs. Tt is well to bave special book of additions
for these articles, if they e likely to be sumerous; ctherwise 100 or mare

sumbers may be saved in a block at the frost or back of the accession-book,
thus keeping these peculiar articles together, To dastinguish them snd their
sumbers from books, prefix A, marking the first work of art A 1, and so om,
the h_st n.ufnlxr showing the extent of the collection. If wisht, a similar list
for scientific specimens can be made under S 1, for maps under M 1, ete,

c. Maps, charts, etc., not in book form are stampt in the lower right corner,
of near the title of the map. In the size column, length asnd bredth are given
incm; e g, 41 x 52 cm.

3. Usr all the standard library abdreviations in ol entrics.
These include dates, authors’ forenames, place, size, binding, ete. See

Library Abbreviations appended to these rules for full lists. So many facts
are given in o little space, that it is important to save room by wsing abbre-
viations; and, as only those familiar with them use this book, the objection
against their use in public catalogs does not bold good.  All obvious contrae-
ticns may be used in this book, specially in titles; e. g., "geog.” for geagraphi-
cal, "hist.™ for history, “biog.," ete., ete, The compact L. B. dates are best for
all library uses.

3. Girve day, mourh, aud yesr in the wpper loft wargin of each keft-hond poge, and
five day and mosth defore the first omtry of cach day,

The running date at the top i used in turning to find books by dates. It
applies to all entries til a new date is prefixt 1o the sccession number. If a
whole page or more are received the same day, the date in top margin Is
enough. Sometimes anly a single book is added, but its date must be given
as carefully as for the pageful, for dates, like other figures, are almost worth-
leas if mot exact. This date shows when the book eame into the library; and,
if the aceessions were written up daily, it would also be the date of entry. A
large aumber coming at once should be entered under the same date, to show
that they came together, even f the entry takes several days. It is less
sccoust what day the line is written, than what day the book was received
into the library. Some however give the date of entry rather than reception,
when different, as being easiest. Others note both dates, This shows ome
reason for strict observance of Rule 1. If delay &s necessary put the date on
the cover where it will be covered by the book-plate, unless the order elerk
puts, as be ought, the date on the inner margin of the first recto. Tf bnnlu.
accamulate they should be kept in arder of reception; and, if any are specially
wanted before the others, the lines may be counted off o as to accession in
proper order.




4 Gice #o each swame the mext conseestis' namber on the first Wank line of ‘:
aceession-book, aud enter thiz number ow the fover wargin of the first recto, ofter &
title page of cach voluwe receiced, end aever assign the awe wuwbvr o another -
e, oen ifm-m'ginit\rlwl.adl,ariugd.wmd, and au exoet dupli-
cate odloined.

a An sccession-number is glven each sepsrate volume, and not to works,
or sets, or Jots, o¢ series, or collections. Numbering surks, in however m:ny
volumes they may chance to be, always Jeads to confusi The hst !
shoald show how many volumes the library has received from the begianing.
Books sre often lssued in parts and st intervals, like periodicals. If an cffort
s made to number books or works, rather than volumes, the first volume
received in continustion makes trouble; e g., v, 4 comes in to-day and should
be nambered 1347; but v, 1, 2, and 3 are numbered 975 That eatry must
be found and altered to show that v, 4 is here. When v. § comes in, it
must be again altered, and so on to the end. Such constant changes and
erasures make a slovealy book, and are sure to beget confusion,

b, To number each 1ot as it comes, without trying to keep all the volumes
of a set toguther, is & little better, as it saves changes; but, if an accession-
book is kept at all, it is best to keep it properly, and let it show what it pro-
fesses « the additions of each day in the exact order of their reception, with-
out classification in any form,

¢ In assigning coll-mamivrs or sholf-works by which readers call for what
they want, books, and not ol are bered. In the ion-book,
valuwes, mot deoks, bear the number,

d. The rule gives a separate line to each volume. Some catalogers have
put sets of 50 or 6o volumes all on one line. The oaly gain is a little paper;
for the apparent tfn'u‘ of labor proves no ecomomy in the end. The entries,
if the same, are dittord with labor too trifling for mention. One serves for
the whole line, insted of dittolng easch word: and even this is done only once
In the life of the book. A single accessbon-book has 10,000 lnes, or pigeon-
holes for ro,000 distinct volumes. Trial of various plans proves it best to
ssign one of these pigeon-holes ar lines across the book to each volumse,

e The rule assigns a given line to a given volume, and forbids its use for
any ot_htr |.lum that idestical volume. There is no trouble then in recording
titles, imprints, cost, source, binding, etc., for the different volumes of a set.
:: ;_':)’i:‘N:_':': = Jost, or re-bound, or requires any note or comment to pre-
i Il,m?o:"d the record of its present state, the way i perfectly

Ty more volumes are put oa a single line, confusion s sure
to arise sooner or later, while by this rule any fact concerning any volu
can be entered and found with the least possible labor. o e

f. Some hbnvh?_ in rtph.cilfg 2 lost book give it the same accession-
uumber a3 the original, This is convenient and best foe sheli-numbers, but
is all wrang for eccession-numbers. Lost books often come back sfter :n:y
a'u.m nngl some day & wc.arlsomt:ﬂon to agree accounts discloses fav books
placc:f on.e'l’::“ﬁv' years a ;d’\ bm;.:,:m S Ry to-day ln
first purchase. It is e). [ thzon:::'::h \"::!nw ad&gti"?on:;.l:ixr;"::do‘b‘t
take the Nace of 975, which some one has lost. :

g- Pamflets not previously accessioned, when bound, are eatered the same
as new books, on the date when they come in from the bindery, which is the
_li:no of their reception as books. In the source column the word “Binding,”
in place of the agent’s pame, shows that the pamflets bad been s the library
but not entered. y

h. In binding together two or more books already accessioned, the number
of the first may be retained as the number of the collection, as it is the identi-
cal book, and all of it, with additions, In the Remarks columa opposit esch
of the other volumes enter “Bound in No.——" with date,

i. This anumber as scon as assigned is stampt om the first recto after the
title, When the book & re-bound, the number is preserved for immediate
reference o identification after the book comes back from the binder. This
is the most convenient place for this number, sfter the title itself, which it
would deface, and the reverse of the title where the ink often shows thra or
blots, and where it is harder to get a smooth sarface for stamping. Even if
given on the book-plate, it i repeated here as the plate is lost in re-binding.

J- 1f & numbering machine is used, stamp the accession number om the
hack of main author and subject card boffow-side up, 5o as to be read from the
fromt when lockt in the catalog drawers, of crosswise of the back om the
reverse of the upper left corner of the front. This number cn the card often
saves a double reference, and, the machine being set, it is no appreciable labor
to give the number wherever wanted. On the back it takes no space avail-
able for title or notes, and is just as convenient, if stampt bottom-side up.
When at the accession machine it is not kmown how many cards will be
written, so only the one main author and one main subject card & stampt.
This is also an advastage, in that a card mot stampt on the back is thus
recognized at a glance as an “added entry” or secondary card. The number-
ing machine, tho costly at first, is & real economy in a library, where it saves
ts cost in time of clerks &nd catalogers, beside giving compact printed num-
bers of the highest legibility.

k. Numbers whes ia ¢ol are quicker to write and easier to read if only
the last two digits are given except for each 10th mumber. For Goc. 3 rooo




extrs, the book can be had with the u:nbm all printed in advance. This

test and in the end the cheapest way.
hll.n ';f:m‘:::?.nm be printed in sdvance if dl}a of entry or ncdm
books are given on a scparate fine. This is sometimes dome becaiuoeo; b
line (with only the date in the centre) above and below the list sea
received together sets them off distinctly as & growp by tbcnuelvela. -
plan, however, besides making the very desirable p;rlnu.-d numbers mprr:‘t
cable, breaks up the usiformity of numbers beginning each page, am! le;\-
emee Is Jess ready. By our rule of a line to a number, anfl dates in the left
margin, every page begins with an even 20, and the eye is greatly helpt ia
quick reference.

5 Emmdw,wndtnhwnmkuumnuﬁtﬂ‘.ﬁ"-“fﬂ"
manesst, in powedd if Hoble fo giteration.

. Some libraries are 50 numbered, or liable to so frequent changes in their
shelf-sumbers or press-marks, that it is best to give only volume-numbers,
which remsin fixt. Others give the press-marks in pencil, so that they can
be readily altered. The columns can be left blank if the system does not
admit of their satisfactory use. They are of very grest value to libraries
that Bave & shelinumber not Kisble to frequent changes, 1. They refer
directly to the shelves and shelf-lists without consulting the catalogs; 3, They
make analysis snd statistics vastly easier. They are the best cheek to show
that all books paid for really get on the shelves, insted of disappearing by
accldent or design before getting on the inventory [shelfl list] and eatalogs.

b. If the ol fixt system is used, alcove, range, and shelf, insted of class,
will go in the first columa, for which the heading crass was chosen, for its
brevity and applicability to almast any systems, Nearly all libraries agree
in using a book-number between this and the volume-number. Where the

Ifabetical I is followed wholly or in part, these columns will be
used for the words or letters and figures which determin the Jocation of the
book, These two columns are left blank til the book Is cataloged, clsst and
shelf listed; for it is impossible to give the numbers accurately, til the shelf
Est js comsulted. Even in the alfabetical systems there is a chance that the
identical combination has occurred before, and mast be differentiated.

c In the volume column, two volumes bound in ome would be entered
1 &2, 3 & 4, etc. One volume bound in two parts would be entered 1.', 1.0,
ete., each part on 3 separate line,

d. Give the number of the volume if more than one. If in caly one volume,
leave this column blank as © indicstes that it is the first of a set of two w'
more. Make all entries of facts perfectly definit.

R ——

6 Give the anther's mawe and the fitle, i ke fi
A s ¢ - i X
detailed rules soc Litrary Netes, ©. 1., F lulll—": 3:; AL fnr. Y

a. Space allows only a brief title, and oth i
fulness that the book is readily Identified. ;; :emw.rrk‘ Ev:‘m:i:oz ’l“r:cvh
t'be AavTior column blank, to be filled when authorship is dim-:veml' 111:
fine -fp:r‘atlng author and title is faint, 50 as to be seen only when lookt for
w0 gmc;k in makln’g the titles line adccurately oome under the other. When
Aulll_or s same or title is very Jong, this line is simply disregarded, but in most
:;;nu there will be a little space between the author and the beginning of the

e,

b. The form of author's name to be used, or the heading which takes its
place in the author column for transactions and various other books, must
carrespond with the entry in the other catalogs; and, as it must be decided
from them, a careless heading should not be written here at the risk of error,
With this as with the class number, if in doubt, and the book must be entered
at once, lesve the author column blank, and fill in after the heading s decided
for the other catalogs. A volume of pamflets is entered under the heading
used on the main card with a note; e g, "& g other pam.*

7. Give the place, publisher, date, poges, ond size, in accordance with rwdes for
fwl tities, except that more abdreviations may be safely wsed.

&. If several places or publishers are printed, give only the first named
on the title; or the most important if the main publisher is given in large type
with fine type names preceding. Some omit the publisher, but it should be
once recorded somewhere to help ientify each book or find a duplicate if

needed, The publisher differenti two editions of same place and date,
and is often used in replacing, ing, etc. If omitted from all other records,
give it here. Leave space between abbreviation for place and publisher,
£o it shall not look like & name and initials; ¢ g, L. MacMillan, mof
L, MacMillas,

b If hing must be itted to save labor, perbaps the publisher can

be spared easiest, or the pages, if given on the cards. .

c. Give the date of puhlgtiun in years of the common calendar, and in
Arabic figures. Never, here or elsewhere, use Roman numbers.

& 1f It dlffers more than a year from publication date, always give year
of copyright with ¢ prefixt. The line headed paTE Is wide rnoqh for six
figures, so this important item specifying the real date of publication can be
adde

e.'!'l‘he extent of & book depends on pages and size, so that both shoald be




i mall
iven. The pags is the most useful item that can be given in 0 &

:'plw; s it uv::ntf. cards it can be filled in with the class and book IW
without leoking it up twice. It is one of the most nnlnl. items in identifying
similar editions. A pamflet Is caly a thin book, and is best described by
giving paging; e g, “37 p 0" All the sizes (‘himdil!g. paper, Aud‘typc), as
well a5 fold, in case it should be desirable, can be given I‘:y interlining, but
except in rare books, the size-letter is sufficient, Give the size by the A, [L A.
book-size rule. 1f it is on the Tine, call it the larger if it has been IM
in re-binding; if untrimmed call it the smaller. For books paged in frag-
ments, do 4ot subtract, but give the first and last; e g, p. 613-1120.

i, An admirable help in quick amd sccarate sizing is Cole’s Size Card,
publisht by the Library Burean. It gives by diagoaal lines the proper prefix
war, 59, or ob, with 1 It is kept inside the cover;
some mark the size lines inside the front cover of the accession-book or paste
in a Cole card, tho it is less bandy to lay the book sccurately on the card
than to insert the card under the cover, which serves as an sutomatic guide
to hold it in exact positios,

2 The size of type is rarely given, tho to many an important item in cholce
of editions for reading. It is a part of size or extent, but is more nseful on
the catalogs than here,

R Giy the binding woterial, indicating balf binding by prefizimg V5, or detter
a superior*; e g, "wor. [ the book has leather cormers aiso, 34, er a superior * will
dudicate it. If by o famous binder, ov athersvise remarkable, mote in Rewarks.

o Under soumce worite the nawe of the gisvr, if o gift; the mowe of the fund if
bo't from the incowe of o special fund; or the mawe of the firm or library agents, of
swhom 00's, if froms the gemeral fund.

Scese give the name of the sapplying agents in all cases, prefixing the
initials of the fund in the second case, The funds of each librasy are so well
known that the Initisls are ample, so the column for sovrcs sllows room for
both agent and fund. Ester at least the imitials of the agent in all cases.

10, Under cost give in dallers and comts the actusl cost of the book, including
exchange on foreign dovks,

a. A ruling for pounds, shillings snd pence is not needed, So few books
among the mass in the library will be so billed, that it is waste of space to
devote three whole columns to these headings, Even in these cases conven-

ience requires that cost be given in ordinary d inations, =o that &

tells an inquirer the cost of any book. If the exact amount in foreign mooey

—

must be kepl_. i.ntuune il. m the cost column, or better, to allow footing the
cost for statistics, enter it in Remarts, next to cost column.
given, it is useless to repeat the net price also in foreign terms,
b, If the list price is recorded, put it at the right of the source column, next
to the left ruling of the cost column, using fr, m, and s for francs, marks, or
siilling;. and. unmarkt figures for dollass. If, because of rarity or met list
price or special terms from auction or second-hand dealers, the price paid is
more of leze than usual for 2 book of that list price, prefix "n" (net) to the
cost given, to show it i not an error in entry. Some wisely do not stop to
look up list prices, but enter them only when already known.
¢ When several volumes are bo't at once, give cost of the series opposit
the first entered, followed by a note of the mumber of volumes included;
& g, V. 4, 5, and 6 of some work come in together, and cost together $13.44.
Insted of dividing this up, and entering §448 against each volume, make the
eatry against the first (v. 4) in this way: 3 v. $13.94. Or (a more difficult
entry to make neatly), connect the lines of the different volumes by a bracket,
and write the cost against the center. For convenience in identifying what
came om each bill, the date and total may be given in Remarks opposit the flest
entry; e. g., oa line 10,431 the remark for a bill covering 30 v. would be “To
10460 is bill of 19 N. $110™." The date of the bill is always earlier than
that of reception. 10,460 shows the line of the last entry included in the bill,
&s does the remark of the next bill, unless it is {or & single volume, and so not
recorded. It is often handy to check off special bills in this way, and the
abar i trifling to thus indicate the extent of large bills, Mark gifts “g” in
cost column, and if cost is known add itin [ ]; e. g, & [175). For convenience
in footing amount paid out for books and amount of gifts, it ‘ls .well to enter
the cost value assigned to gifts in red ink, as being more distinct than the
[ ), and showing more grafically the proportion of gifts to each page. So.tnn
even write the entire line in red, Give items of cost carefully, thus making
the accession-book for all practical purposes the invoice-book.

11, Mark the cost of eack book in inner margin of first recis ofter date of receps
tiaw, whew collating coith the bl _ ;

From this place it is copled in the aceession-book, and is often fotu:mo:
great convenience in determining valse without comsulting records o:n -
The cast written in the inner corner of some special page agreed 01;- o:l-‘ln
library, serves to identify books with lJabels umov.nfi. or e:ve:l- :x
binding, or by accident, or by design where .thch is intended ; y u; mdumrk
may wish to know the cost, and it is ullv.nu to use it u:d‘ cto':lr ﬁ"".
of which the place cannot be told to all interested. A m safer p

If list price is




mark is a perioration with an awl or pin in a secret place; e g. a pin bole
thrs the center of the fifth o used in the paging. This can hardly be found
by sceident or removed, if known, 5o as sot to be detected by an expert.

12, Under XEMARKS indicate any re-Finding, solc, losr, exchange, withdroxol as
dupiicate, binding in uith avsther telume, or awy chauge or digpasition.

The preceding entries tell what the book was when it came into the lbrary.
Resxanxs tell of any changes, and of the final disposition in case the book is
no longer in its accustomed place, This rule requires less labor thanm at first
appears, and saves more than it costs. When books come in from the bindery,
it is & very brief matter to open to their numbers, and note the new dress,
with its cost, Thes If the volume be lost and the reader wishes to pay for
it, there is 3 means of koowing whether it was in paper as at first bo't for
25 ceats, or in half morocco &s re-bound, at an added cost of $1. The acces-
sion-book Is the book of final reference for these technical facts, that appear
om mo other catalog. The efficient librarian must be able sometohere to refer
to everything of the kind, and for this po other record offers so grest
advantages.

The litrarian who will keep an accession-book on the plan above described,
will find himsel! well repaid. It will be in constant requisition, the final
authoeity to which will be referred all doubtful i ling the past

history or present state of any coe or of all his boolks,

Ab,
Alex.
Alf,
And,

Library abbreviations

Compiled by MeLvie Dewry

100 FORENAMES., CUTTEN ADDREVIATIONS

Abraham

Alexander, Alexandre
Alfred

Andrew, Andress,

Andreé

Anna
Anthony, Anton, An-
toine

Archibald, Archambaud

Arthur

Augustus, August,

Auguste

Augusta

Augustin

Augustinus

Bartholomew, Bartho-
tombhus, Barthélemi

Beatrice

Benjamin

Bernard, Bermhard

Catherine, Catharine

Charles, Carl

Charlotte

Christopher, Chris-
toph (f), Christophe

Clarence

Daniel

David

Delia

Edgar

Edmund, Edmond

Edward, Eduard,

fdoward

Elizabeth

Emest, Ernst

Engene, Eugen

Fanny

Ferdinand

Fltz William

Frances

L:e
Marg.

Frederick, Friedrich,
Frédérie

George, Georg,
Georges

Gertrude, Gertraud

Gilbert

Giovanni (Giam) Bar.

tista
Grace
Gregory, Gregor, Gre-
guire

Guillaume, Gulielmus

Gustavus, Gustay,
Gustave

Helen

Henry, Heinrich,

Henmri

Herman, Herm-mll:

Hippolyte, Hi ytus

lh:’g'h. );lug--. n)lfguﬂ-

Ignatius, [gnaz, Ignace

Isaae, Isaak

Isabella

acob, Jacques

}nmrh

ane

inhn. Johann, Jean

oseph

Jasephine, Joséphe

Julius, Jules

Larl

Kate

Katherine

Lawrence, Laurence,
Lorenz, Laurest

Lewis, Ludwig, Louis

Louiss

Lonise >

Margaret, Margarethe,
Marguerite
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Mark, Marcus, Marc
Matihew, Mathkus,

&;gum, Sévastier

8.
Seb.
thiew  Ste Stephen, Stephan
Nancy - Thde. Theodore, Theodar
Nicholas, Nilcolr:u-. ;— Pb:::
- -
Oliver, Ollvier Timn. Timothy, Timotheus,
Olivis E Timothée
Otto u: Ulrich
Patrick u. Ursula
Paulina v Victor, Viktor
Pauline V- Victoris
Peter, Pierre Wa. Walter, Walther
Philip, Philivpi’h ‘Wash. Washing?
ilippe W.. Withelmina
Rebecca 1 William, Wilhelm
Richard Zach, Zachary
Robert Z. Zenobia
T e Eaghs sames, S § AN o, e the Corman fm, 4od 1 and o Br the Prewd, o g b Jobe,
POR HEADINGS
Besides the preceding 100 foremames
sheidger Gt, Br, Great Britaln
afterwards peead. psendonym
annotator pub. publisher
Rnomymous sup't superinten;
tr. translator
collector U. 8. United States
commentator & and
any () include maiden name of married
compiler woman
continuer [ 1 include words or parts of words
department plied
died after 2 word or figure means
editor , ferhaps

Tt e e o aMerembons G pof Vo, DBy, prdiboest 4 bicenr] SEm.

mags”

TOR INFRINTS AND NOTRS

Use the size symbole, FQ O D S T Tt Fe, given af the end

ight, e. ., 1882 [*Bo)
wﬁ [ [*Bo)

fac-slm.

fac-similes

Fo

mut,

mutilated

n t-p. no title-page zer
P Page or pages tab.
B published, e g. 1882 [*8o] t-p.
phot. photographs v.
Pl plates v
por. portraits w'.p'
por.of gr.  portrait of group w,
ot part

s woten, Whe abdocviaciane e ! these LIt Mty Be waed.

TOR BOOK TITLES

serics

tables

title-page

volumes

various pagin,

(before wonlng) with
(after words) wanting

Besides the abbreviations for honorary ond ther derignations

acct account
ad, additions—al mh:m.m:
Am. or Amer, America—n ms, mss.
anal. analysis—tical N. A.
ap, appended nouv.
X appendix pref.
:Plog. b?ﬂg'nph)'—ical pub,
chron. chromology-——ical rel,
‘comp. compiled rept,
cont, containing, contents rev.
comtin. continuation, continued 8. A.
cor. corrected sep.
dep't department soc.
ed. edited—or-—ion =p.
Eng. English theol.
el enlarged tr.
Fr. French trans.
fr, from U. 8.
no[- geography—ical vocab.
gea geology—ical &
E“l geometry—ical 0
T German—y
GOr. Greck—cian =
hist. history—ical
hesg. herausgegeben see
impr. Improved-——ments 2
i including Il
introd. introduction—ory
Teal, Ttalian |
Lat, Latin
b, library
lit. literature—ry
med. medical

Nrwar wae thde sbboeviacioca for speciadly praminen) wesd

memoir

miscellaneous

MANUSCript—s

North America

nouvelle

preface, prefatory

published—rs

relating—ive

report—ed—er

revised—don

South America

separate

society

supplement —ary-—ing

theology-—ian

translated, traduit, etc.

transactions

United States

vocabulary

and, in all languages

words or part of words
supplied

to and including, or
continued

matter omitted

probably, perhaps

transition to another
age

end of line on title
page. Used in ex-
act bibliographical
work



FOR PLACES OF FUELICATION
Use o cards, In accersiom axd oll official recovds use shoster form
Albany Ley. Leydea

iF

m Lpz Leipzig
B. or Bost. ﬁ:ﬁ.’"‘ ﬁ. Bat. Lugduni Batavorum
Bale, Baltimore Milamo
Ber. Berlin Mun. Manchen
Bras, Bravnschweig N. O. New Orleans
Camb. or Cb, Cambridge N. Y. New York
Chic, or Ch. Chicago Ox. ford
Cin. Cincinnati P. or Par. Paris s
Ooeg‘ enbagen Ph. or Phil Philadelphia
Dul 5‘35" meﬂ.gnnl Fn;muo
Edin, or EA. Edinbar, St L. t, Louis
Eng. Engla St Pet. or St P.5t, Petersburg
Fie. Firenze Stut. S‘tu_ngm
Glasg. or GL Glasgow u. s United States
G Gaetingen Ven. o V.  Venice
Kjtb, Kjobenhavn W. or Wash. Washington

L. or Lond. Losdon
M e v A3 e R0 L0 e, U 0 B0 RIS Whm e rqmimalens Mbsa CORTLM Theer dbeve.

TITLES, STATES, BYC,

A B bacheloe of arts C.S8. N. C. S. navy
abp, archbishop Ct. Connecticut
A. D, year of our Lord D. C. District of Columbia
»dje, adjutant D.C. L. doctor of civil law
adm. admiral D. D. doctor of divinity
Ala, Alabama Del Delaware
A M. maaster of arts dist. district
Am. or Amer, American D.T. Dakota territory
A R A associate of the royal Eng. 3 n
academy Fla Florida
Arle. Arkansas F. RS fellow of the royal
atty. sttorney society
B A bachelor of arts Ga, Georgia ¥
bart. ronet gen. genzral
B. C. before Christ gov. governor
bp. bishop Ge. Br. Great Britain
gﬁ‘f. gen. brigadier general Ta. lows
Califarnia 16 T. Tdaho territory
capt. <aptain I Minois
Gk Colato Ied e Indan
e, Indi i

CS A Confederate States of jr. innk:: i

America orCS.army Kan, Kansas

Ky. Kentuc Baced
La. i WX, e
L L Long Island 0. 0:?
LL B. bachelor of laws Or. Omo
LL. D. doctor of kaws Pa. Pen::nlvanin
™ lieutenant pres. pnl-idzm
s, ““J“'ni‘ :-“A- royal academician
Mass, Massachusetts RIL ;{[‘:;d'?ﬂh"d
M. A. master of arts R N. royal navy
M C member of Con, S. A, South America
M. D. doctor of medicine 5.C South Carolina
» Maryland =, sculpsit, en
Me. Maine 3 * - ate
o

Measrs, |umwn Mr 8. T.D. doctar of sscred
mﬂhﬂ, ﬂ:ﬁ:{ﬁul ’rcp’t 'alypcrinundznt'bm‘m
Mille nudemomﬂc 'l'u.m 'l":::”“
#:. "Muldm:l g g: A ll.;niu-d Slm:s

ssou o 8 of / ica or
M. P, member of Parllament U-."Sf.:nnny
Mr mister U, S8 N. U. S. navy
Mrs mistress v. 5 Utah territory
N A North America Va. Virginia
N. B, New Brunswick vise, viscount
N.C North Carolina Ve Vermont
Neb, Nebraska Wisconsia
N.H. New Hamgpshire W.T. Washington territory
N, h ew W, Va, West Virginia
N, New Wy. Wyoming

MONTHS

Jattm M AR My e L ARR /B JOLLIN AR

DAYS
Sn M Ta w Th F St

Use in this order “W o S Bg” for Wed, Sept. oth, 1885."
Use ususl abbreviations for days and moaths on catalog

PIGURES
Never use roman numerala? Use arabic figures, half larger than the
script, for all mumerical expressions.



Size Notation
FOLD SYMDOL S12E u'rrn“ o;mng !lm:r
Newr w.[w size, Newr u;./ar f T
327 Tt 10 " 125
2 T . 3255 18
2 s 15 175
12" D ]}5::30
8* o 20" " 3§
4 Q 3 IR
£ ¥ P 435
» 38 40
i 40 50
b 0 ~ 60
show b vk S Bight the bomh i, €. 5., P bedmans 30wt Bocm high

Pt i Bachs wwar 1905 bigh
Predix mar. if width is less than § hight

.. - more ~

= 3 ! more than hight.

These dividing lines will be remembered by the three threes, 8,4, §.

ACTUAL SIZE METIOD _

Give all sizes In em (for grest accuracy sdd decimals), lfavm the old
symbols and mames, 8* and Octavo to indicate fold only. Give b ghe firse,
followed by h, or by x snd width, e.g., 23" or 23x14. 23" means between
22 and 23, i €, in 23* em. All measures are taken outside the cover, Width
is fram hinge to edge not incloding the round. To measure paper or letter-
press prefix plaper) or t(ype) to ﬁgm’n, including in type neither folio nor
signature lines; e.g., 23x14, paaxig, ‘:,;Eno. 8" describes a book with size of

cover, of paper, of letteppress, and
Lh? Colors
The day colors are used, e. g, on Inspection Shelves, to mark by a colored

thred the day on which each book Is to go to its regular place ia the lib -
or, they mm{ the day of a loan or mem., if the slips \ues are changed u::?y.
as in some librarses. ¥ A —

Se M. Tu. W. Th. F. 8t
Piak Elue Green White Red Fawn Salmon

The language colors used, e. g., in bindings are:—

ey T

3, s rown 3 ght Green

3. Germas, Greek, Dark Green
39. Minor Teutosic, Dark Blue gt. Minor Light Blue

4 French, Red 93, Semitic, Yellow

s Ttalian, Maroon 93-99. Hamitie, ete., Light Desb
i | ulal;ﬂnnm FOR DINDINGS

cloth, muslin paper

buck buckram dk. duck ;’:‘p- rosn l'h._ m

of calf mar. Tox, bargh wvel.  vellum

16
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Crass
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2 St e PeAME tple - brookes of) Briaiineea Engtidu | Wy €. Omaas = |- R B0 " my w“éf &0
4 24‘ Mg, 8 e Qrvens, B Biibrovmito @ o PPSTTIR W Badcinvt B3 . 54 ém.:‘ :;, '
k 200 W, w20 e Bl JW Soata 305 " VIR WA




RS e AR CO : ! w

[ Date RS SugEaABAG . :
TITLE o -
S AUTHOR | PakEemumm (Ve | Paos facs|Buoh Bovacs Cosr | Caam | Boox | Vor REMARKS
’ "_ 20026 Srrdar; WS,  Painiph Lawd Ln.va. Duatro 1916 3ss TMeClisnn Vis wd. 57 |
27 s, Came Cuctoiilains " Crmett, g1a - ‘ 12 @ "'éj"ﬂ“ ‘w3z
428 9 Awnans , W) 2L Reds Raixsiao> : Ymdeas, Bablo 1A% 310 vt od :::d ““,‘;‘4
29 Ramg ) Qe Boole ofy o Ny Pranand 340 & 1 e Lty sy
i =00 30 ,M‘m.&. 3‘*‘:“3“3““" Y A T4 B0, Qulacsifnl 1w0. 1 RN B Y P NP
a . ¥ - 8 “ “ unifad R 9]
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